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MEMORANDUM FOR 
SUBJECT 


Monetary Branch 

Movement of Material Between »I M Building 
and Alcott Hall 

CONFIDENTIAL 


, . Effective immediately the movement of Monetary Branch material 

between Boom 2210 "I" Building end the 11,00 Wing of Alcott fell^lf S 
placed under a system of control. This system provides for all material 
^ ”°. ved , in * numbered wrapper, acknowledgement of receipt be fSSshed 
the originator, advice be given the destination point the material!, 
en route, and prompt follow up be made for anv I ter, .? * f 
within a reasonable time. I 1-,-.-/^. . received 


wxunrn a reasonable time. Iwill be responsible for thl 

control of material originating in "I« Building and fi m* 

resnonsi hi o fo-n -t-Vin 1 - & r . . n |W111 


. , , _ ' _ 7 ' — - 1 - jjuxxuxng anq will be 

J 1 ® for the c ? ntro1 of material originating in Alcott Hall. As 

Sits s 

2. The material to be sent to the other building will be placed in 
a large manila envelope j the envelope may be filled to capacity with 

Number l a^eSster of^ en ^ elope w f 11 be numbered beginning with the 
ivumoer ±, a register of envelope numbers will be maintained to reflert 

columns headed Envelope Numbers, Name of Employee Picking Up Envelope 

Time Envelope Picked Up, and Time Received in Alcott* or in Eye Bulling, 

_ . . J" 5' ecei P t register will be maintained at each of the two points 

mentioned above to insure the receipt of each envelope of material! S 
will be necessary as each envelope is picked up for a telsnhnne r. D n + 
^emade^mmedlsteiy to the destlnstio/irfo^ngl 3 P ^ ler m,."° 
[tha envelope Number has been picked up by Name of Employee . 

hn „ Jt is regretted that such a procedure is felt to be necessary* 
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